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1, THR RRCU.IS MANACMENT TRAINING PROGIG L (IND B

a, Seversl imuirics regarding the hwcordh 2
Course given in Appi) nnd May, hxdicateauodtomtih

e Smeclal clagses in the more teernical nhascs »f records
stnpement: such es forme design, reparts managament, and
ihe wreiting of disnositiom schedules, are plammed for Aree
setrdn M1M¢

¢, Trzining at Areriean University is bedng requested for tuo
rocords ane’ysto assipned to the Hecords Center, who uwill
Porm the mucieus of a gtalf o 1raln othur Heeords Conter
mersonnel nd Ares Reeerds Officers in the preparatios of
ro0ords dlsposition sehedules, Additiomal analysts will te
Tevcemended for srocial training at 'ogal edutatiomal insti-
tWtions or elsculoere 13 aypropriate,

de Training in records monsgement work for Avon heeords Lificers
is also contemplated at local wniversities and the alloeation
of the neoessary funds fro; the O7fies of Training Iudgot Lo
the ooming yesr liag Ysem roequssted,

G, Tho tralining btulleting eewering —.4des for accomlishing
varicua rwojects will be contimuesd,

T, Onwthosjob training of Area Necords Officers by Records
: Yansgement nd Digtribution Brarnch permmel vill be com~
timed ag oueh now nroject is undert Jem,

2, MU b w0 PORMG CARAGEMINT PLOCRAM WILL I3 DXOAHDED TO INCLVE THE
FAL PUCTICS WHICH ARE GENERALLY COMSIDE®E! 10 CONSTITUTE A
foﬁ”ﬂ“ £, TROGRAM,

Tbi-ectives of the prorrems

% sotablishment of owerwall) forms management requirements ine
cluding the establlaluent of objeetives for varying owganiz-
atiomal Tovels and the atandards to le met,

b, Tstablish the duitles of the Ares Rooords OCficers in cormecte
ion with the forme woprem,

¢, Graining the Are: Leoorde O1'flicerg in the tochnigues of forwms
managenent, P epwre and fssue te Mres Rogords Officers, 2
hardbook covering stordards and puides for the development
Canc control of forms,
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¢y Through swywys of all forg naed Yy particular offices
JENEEESL and by sls of mew and old ferme boing ordeved,
" assuretr (1) that the forms sre weeded and that they eve
doaigned to fulfill the noed in the most olficient emd
sconcnical menner; (2} ¢ - a redvetion in the makew of
forma by the eomsolidation or standardisation of needed
forva ard the elindimatien of ohsclets or ineffective
formey and {3) that tho ferms are reproduced end distrie
Tuited as ecornvmically sz nossible,

¢, Zatablish and uaintain an indexing and eontirol aystem by
the use of punch osrd methodss,

de A COBESTURLENCE MANAGEMART PROGEAM WILL P UNLERTARER,

&, Thers is at present an “Style Jamal lixdted to
styls anc formet eta .

b, Tnder the expanded progran, a handbook will be developed
which will imeorporate -

ilg Guldes ama tochnijues ‘e typlsts,
2) §t:le and fommat standards (but more compleie
and tetter orpanized than the present Mamml)
(3) Guiden and stamiards for correspondents, imclude
ing the uss of pattorn peregraphs snd form lotters,

" ¢s  In addltion to the {ssuance of guides and standards, there
will be a contimuing swrvey of correapondence nroblems end
post audits (reviews) of ccm-leted corresponence to deterw
mine problem areas with respact to fallures in apolying the
mﬁtmda' sn determindng needed Luprrovements in the stand-

4, A DEPOUTY MANAGMIGET AOGKAM (AUMINISTRATIVE REPOGRTS) WILL P& UNDEA.
. '3' !,“ %émi *

a, Utandaxrds and guldes will be developed in eomformance with
wanagement requirements, including the cetablistment of obe

jasetivaa for varying ceganizatiomal levels,
b, The results to ba cbtatmed from the program aros

H duination of wewewssary o duplioste rencriing,
2} Insurance that instewetions, forms, and mrocedurcs
for nocessary roporting are olour and complets,
and that they mrovide the most simple and direct

methods of reparting,
(3) Insurance that required roports provide adeguate
data. for intended mmposes, and that roor e
porting intervals are setalliished.

AT EA IS
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(L) Provision of central reference points for infore
mtion regarding reperis,

%, THE RECORTS SYS7 U0 "HOGRAM WRLL ©F  XPANTED ALD ACCEIEGATRD,

Standerds apd guldes vi1l be devel.-ud for issuance in hemdbook
“orm 40 eover the fellcsing subje:tss

&. Tooslving, recording, controlling, routing wnd dispatehing
cosemmioatione,

b, File organizatiom emd loc tien of official records.

'o. Ageney f1ling system (nov lsemed in handbook form for cope
currence of all offices)

. g, Standerdisstion of supplies enc squirment

o, .e0leetion, reoproductien md trmmefer of vital materisls to

£, Miorofilm standmyds and puides,
Co r SOOTRVEYS JUTNL Pa CONTINUED,

& Tieited staff of records apalyste will be essigned to ma:e
grot survers throughout the Wmmmmmm-
ness of the 'res Hecods Offiecer: im condusting their programes
and Lo sasist then ir the advancement of their programs,
Bpecific surweys are “larmed in Persommel, 61, O0 and ORR,

7. 00 15 DISPOSTTICN PROGIAN WILL T EXPARDLD AKD ACCELBRATED,

aocordance with Geners} Serviee ‘duinistration regulations,
> igsh Federal agency miat oomplete rreperation of disponiticn
schedulos om all recorcs by 30 June 1954, The Hecords Manage-
ment and Distyibution Epunch staff will work closely with
the 'Tes Hecords O ficers to acctxplish this cbjective.

b, Gulde instructions fer the reeperatiom of dispesition
scisdules will Lo issucd in handbook form,

e, Comtrols are being developed to f:cilitate and coordinate
records disposition amd to insurc conformance with the poli-
cies and proeedures of the Recor s Dispesi ion Progran,

3. SSTABLISH ADEGURTE AGINY K0GL < CEATIL I'CILITIES,

a, Uoon ap-roval of the staff sindy currently umder eomsidsration,
* in adequate 'pency Feeords Conter will bes plased in operatiom,

Foragnran
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' Aprroxizeioly 6 sdditional slots will Do reccmmended fur
. b ﬁm;mmlymr/o 10 operate in the first yesw of the

¢. Treining in prev<iatiom of disposition schedulez will be
given to Heeoras (cnter pergsomnel to permdt develomment of
controles for the 1.rge volume of immetive recerd material
ta be receiwed,

d. The sup-lemental distribution function is rlaced crganipe
ationally mnder the Reconds Center, The volmﬂof v
material rocelved in the lagt six months was 765 groater
than ihe first six mont's of the year, while the rmmber of
requests for vatewlal inorcassd by . In spite of im-
srovements in procedure, it will be necessary o imarease
the parsonnel ssaigned to this fumetion by tvo, 1in erder
to contimwo nrompt service,

g, IHOVED COURIER SERVICE AND TAaCILITIES,

s, C aurvess of courler and mall facilities and opidw-
ations v be made to Gomme the best service possible,

b, With the Apency's aoquisition of the buildings on Indepsudence
Avenue, it vill be mecessary to &d 3 mespenger positioms to
the cwront T/0 in order to serviee them, Hovever, no ine
croans in the couried staff or the mumbar of vehicles re-
udred 4s anticipat-d #n ihe coning yoar,

10, INMCRUASE IR PEGCCHNEL CEILING U BS RUHDTL,

In crder to comduct the expaw Hegords Manpagement Program, the
| rmmwmmmuwmw:

Records analysts ataff
Ascords Comter ptall
Swypplemental Distribution

Total
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